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Creating an Account

No Limits, NoBourds)

Resources

B Go to https://chart.donhr.navy.mil/ CHART/admin/adminhome.asp

B Click on Need to create and Account and complete the information.

€ Hint: Please use your Navy email address.

€ You will need to wait until your account is activated before proceeding further.
€ Keep your user ID and password information for future use.
B Tologin.... Enter your User ID (email address) and password and click Login.

Admin Home CHART Home | Logout

Administrator Home
Enteryour User 1D (Email Address) and Password Below to Login

User ID {(Email Address)

Password

Forgot your password? ar Meed to create an Accourt”

Login |

Civilian jobs that make a difference to our country and the world
7132004 4:50:50 F M

Meed to Create an Account?

Once you estahlish an account, your account will be approved or
disapproved by an administrator. Ifyour account is approved, yau will
have access to the areas ofthe site thatyou will need.

Forgot your Password?

Ifyou forgot your password, click here to have your Password Hint sent

toyour email address an file.

Department of the Nawy
CIVILIAN I-EiJMAN RESOURCES

Quick Tips
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Certificate Builder
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B Click on Certificate Builder

Department of the Navy
CIVILIAN HUMAN RESOURCES

Civilian jobs that make a difference to our country and the world
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CHART Home Logout

Admin Home

Administrater Menu

Create & Edit Announcements

Cerificate Builder
Iy Account
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Certificate Tools

Resources

B Click Selecting Official Search for Open Certificate

Certificate Tools
Click on the Tool You Wish to Use.

Department of the Navy
CIVILIAN HUMAN RESOURCES

Civilian jobs that make & difference to our country and the worl

TH 362004 5:06:06 P

Cuick Tips

1. Belecting Official Search for Open Cedificates

2. Approving Official Search for Open Cedificates

Selecting Official Search

This linkis used by the Selecting CfficialiHRD to locate their cedificates
far action. From this link they can view the cerdificate, review resumes,
make selections, identify alternatives and recard comments.

Approving Official Search
This link is used by the Approving OfficialiHR O to locate and approve
cedificates that need additional review and approval,
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Enter Certificate Number — Copy and paste from email

Check out the Quick Tips on this page and any other page that has them.. They provide useful

information
Click Search for Certificate

Admin Home CHART Home | Logout

Selecting OfficiallHRO Certificate Search
Enter the number of the Cedificate vou wish to view and then click
Search for Cerificate.

@ previous

Enter Certificate Number:

INW4—DBD1—GS1 3-KN2458175-DE-51]

| Search for Certificate I

Depariment of the Nay
CIVILIAN I-H.IMA?{ RESOURCE

Civilian jobs that make a difference to our country and the wo

Quick Tips

Certificate Search Instructions
Enter the Cerificate Mumber and click the Search for Cerdificate button
ta wiew wour cedificate.

Certificate Number
Enter the Certificate Mumber exactly as provided by the HR Office.

Mumber of Certificates

¥ou may anly locate one cedificate at a time. Ifthe HR Office has
generated multiple cedificates for your vacancy, you will have to search
individually for each cedificate.

Selection Instructions

Pleasze read completely all the instructions provided on the cedificate.
The certificate will identify any special selection or consideration
requirements.

Litilizing the Applicant Email Function

You can email applicants close out letters or notification of selection by
clicking in the box next to the name of the applicant(s) you wish to
email and then using the Applicant Email button.

Printing the Certificate and Resumes for Your Records

To print a "clean” copy of the certificate without action buttons, use the
Print View of Cerificate buttan in the upper right hand carner ofthe
cedificate and then print. To mass printthe resumes of all the
applicants referred on the cerificate, click the Print Resume button.
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B Email message notifying you that certificate is ready.
B Provides link to admin site
B Provides Certificate Number which you can copy and paste from

&5 Selection Certificate Completion Ffor NW4-0801-GS513-K0248175-DE-51 - Message (HTML) - |I:I|5|
Jﬁqﬂ&eply | €20 Reply to All | W8 Forward | = | - | [y | - - 9 - & | @ v|
J Eile Edit “iew Insert Formatk Tools Actions Help |
Frorm: Becker, Lisa & CIW MW Sent: Tue 7132004 3:25 P
To: Becker, Lisa & CIW MW
Cot
Subject:  Selection Certificate Completion For NW4-0801-G513-K02481 75-DE-S1
=l
A certificate has been issued for GEMEERE AT ENGIMEEE, GZ-0801-13 - 04TANIE 042192E 2428175 T ou may view this certificate, review resurmes and
make selections using the CHART Certificate Tool Go to the CHART A dmwmistration Screen, log on, and search for Certificate IMNumber WA -02801-35215-
KE0248175-DE-51.
=
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B Read the Instructions
B To print certificate use Print Certificate Button

B To “mass” print resumes use Print Resume Button

e .
Admin Home CHART Home | Logout

Certificate Humber: MNW4-0201-G513-K0248175-DE-51
# of Yacancies: 1

Position Title: GEMERAL EMNGINEER
PPSeries/Grade: G3-0801-12

Duty Location: MAVSES OSF WASHIMGTOMN DS D

Recruitment Type: CareenCareer-Conditional

InStrUCtlonS HRSC Recruiter: Thampson, Patricia

Recruiter Phone:

nstructions:

honored without first contacting your Human Resources Representatives for assistance.

Civilian jobs that make a difference to our country and the wo

Human Resources Service Center, NORTHWEST
F230 Nvy Randall YWay Nuw
Silverdale, W 98383

DE PROFESSIONAL CERTIFICATE

FPrivacy Act data fownd on documents accampahying this certificate must be safeguarded

Date Issued:

RPA Humber:

PPP #:

Target GradelLevel:
Org Code:
Selecting Official:
Phone:

Expiration Date:

1. Initial Selection must be made from the highest three eligibles available for appointrment referred to as the "Rule of Three'), howewer, yvou may not pass over a preference eligibl
fapplicant with SRS, CP, ®P or TP category designation) to select a nonpreference eligible {(MY) with the same or lower score. Selections for second and succeeding vacancies
must also be made applying the "rule of three" as stated abowve YWhen an eligible on this cerificate has been within reach for selection three times and other eligibles were
selected instead, the non-selected eligible may be eliminated from further consideration. Name requests or request to pass over veteran preference candidates cannot be

artment of the Nay
CIVILIAN HUMAN RESOURCE

Print Certificate

Print Resume

T 32004

O41AMSK042192K248175

GS-13
07d
Stewe Southard
202-781-1534
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B RNO data provided to assist you in fulfilling your affirmative action responsibilities
B Click on an applicant name to view or print a single resume
B Click in Email Box if you want to email applicant regarding availability

This referral list contains the following categories of applicants. This information is provided to assistyou in fulfilling your affirmative action responsibilities.
4 Males 2 Females 0 Unknown

American Indianfalaskan Mative
Asian/Pacific [slander

Black

Hispanic

Wyhite

Balance

_o
_0
o
_o
_5
1
Candidates: 2

Click an the Applicant's name to view their resurme. Identify your selectionis) and alternative selection(s) using the Selection Action and Selection Order menus. Ifan applicant
declines an interview, fails to respond to cammunication ar otherwise indicates their unavailahility for consideration, please use the Reason mend to capture this, Mote: Shonld one

ofyour applicants decling consideration, the preferred documentation is a written staterment from the applicant. However, if the declination was made arally, you 0
statement of the applicants' declination and provide it in the Comments section below. Click on the red gquestion mark above for additional instructions and definit E-mall bOX
) Rating Email

C_Ilck onaname to fugeerize = v oo [NetSseea =] = [ 5 -

ViIewW resume 443 249-0476 90 iy o Im = [wva B O

Waters | Darrell 9431 (757)934-8374 an M =t m I j IN i j r

Fowwson , smber 3095 (705 505-1619 a0 [ al Im | j |N IA j r

Wittick , Birian TE21 [314) 430-8381 =] R & Im I j IN.'"A j -

Mocullouch , Mildred 5195 (703) 541-0662 mn [0R% i Im I j |Na’A j r

Select AllEmails [~
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m Click in the Email Box next to the applicants you wish to email

B Click the Send Applicant Emails button
B Click Ok to the pop up and then click the Send Applicant’s Email button again

Wittick |, Birian TE2T (314) 430-5351 a0 [ a1 I Mot Selected j I j I A, ﬂ [l

hoculloudh | Mildred 5195 (703) 541-0662 70 Il 1 I Mot Selected vI I ﬂ I A, j ml

Select All Emails '

Was a selection made from this certificate? I 'I

Does this selection need to be approved by a reviewing official? I Mo 'I

Certificate Survey Questions:

. |fVDU dld nDt make a Selectlnn frl-\.m thim cartifiests mlases s isdaetifo tes peaa s mon ks
Microsoft Internet Explorer

PAA & Was a selection made From this certificate?

2. How satisfied are you with this ce Wou must answer either Yes o Mo bo this question,

A ﬂ If wou are krving bo Save this Form and return later to complete it or vou want bo send Applicant emailis), close this
; box and click the 'Sawe Certificate/Return Laker' or "Send Applicant Emails' button again.

3 Ifyou have selected a rating of 1

MNEA -

. Add any additional infarmation yvou wish to convey in the comments box below:

[ -

Sawe Certificate/Return Later Sawve Certificate/Forward far Action Send Applicant Emails
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Auto populates Email Recipient names selected
Enter Email Subject

Add to, modify or just keep the Email Body
Click the Send Email button

Applicant Emails
Enter the Reguired Information Below to Send Applicant Emails. Quick Tips

Recipient Block
In the Recipient black, canfirm ar add additional email addresses aof

Flease enter the required infarmation below to =end an email message to
those individuals you wish to foreward this message to.

selected applicants for your Selection Cedificate, MW4-0201-351 3-

KO248175-DE-51. From Block
Flease verify your ermail address orthe address you want to send this
Email Recipient{s): message fram in the Fraom block.

robert.m.bauerfinavy.mil, dkwatersxZAcharter.net, ;I Muttiple Email Addresses for Recipient Block

amber .. rowsonlps. net More than one email address can be entered by using a comma
hetween each address. Do Not enter more than one email address in
the From Block

= Email Body

Add your email message in the email body.

From Email Address: Submission Instructions
Click the "Send Email" buttan at the bottorm of the page.

Iyujung.hwang@naw.mil

Email Subject:

Email Bodhr

Dear Applicant, Congratulations! Your reswuams on =
file with Department of the Navy has been

forwarded for selection consideration for the
position of GENERLL ENGIMNEER, G3-0S01-135. This
position is located at MAVIEL OIF

WASHINGTON DiC DiC, O70d.

If wou would like additional information about
thi=s position, pleasse contact Stewe Southard at
202-781-1534. vI

Send Emails Cancel

10
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Use the red question mark help button for specific instructions and hints

Use the pull down menus to identify your selections, alternatives and order of offers
Indicate if a selection was made or not

|dentify if an additional review and approval is needed

Candidates: @ H el p

Click onthe Applicant's name to view their resume. [dentify vour selectionds) and alternative selection(s) using the Selection Action and Selection Order menus. Ifan applicant
declines an interview, fails to respond to communication or otherwise indicates their unavailahility for consideration, please use the Reason menu to capture this. Mote: Should one
ofyour applicants decline consideration, the preferred documentation is a written staternent from the applicant. However, if the declination was made arally, you may prepare a written
staterment of the applicants’ declination and provide it in the Comments section below. Click on the red question mark akove for additional instructions and definitions.

[ tame[ssu] phono JRatingJuet Prorfst-TiefCatogory] Selection ction [Selection Order mail
Anderson , David 3043 (440 8671238 95 TP a7 INDt Solected vl I j IN."IA

Bauer , Robert 9370 (443) 2490476 90 [ g1 I—NDtSeIeded - [ =] [rea
Waters  Darrell 9431 (757)934-8374 90 [ 81 I—_INutSelected - [ =] [rea
Rowson, Amber 3085 (703) 5051619 90 [ 81 I_NDtSelec:ted - [=] [ra

Wittict . Brian TE21 (34) 4308381 B0 M 81 [NotSelected 7] =] [t

tccullouch , Mildred <
Mcocullough  Mildred 8195 (7031 541-0662 70 [ 71 I—_INDtSeIected - j |N;A

K [ KN 9 K N K R

-
-
-
-
-
-
=

Select All Emails

Was a selection made from this certificate? I 'I

Does this selection need to he approved by a reviewing official? I Mo 'I

11
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Answer Questions 1 through 3
|dentify any additional comments

No Bouzids,

Click Save Certificate/Forward for Action button to electronically sign and generate a

notification email

Certificate Survey Questions:

1. Ifyou did not make a selection from this cedificate, please identify the reazon why:

WA =]

2. Howe satisfied are you with this certificate:

WA 3

3. Ifyou have selected a rating of 1 or 3, please identify what areas you were specifically dissatisfied with:

WA =]

4. Addd any additional infarmation you wish to corvey in the comments box below:

=

[~

Sawve Cenificate/Return Later Sawve Cenificate/Forward for Action

Send Applicant Emails

Contact the Webmaster | Privacy and Security Motice | Freedom of Information £ct

Deputy Assistant Secretary of the Havy (Civilian Human Resources)
This iz an Official U.5. Havy Web Site

12
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B Enter the Recipient(s) — HRO/HRSC, etc

B Enter or modify the Email Subject and/or Email Body Text
B Click Send Email button to send the “certificate is ready for action” email

Enter the Reqguired Information Below to Send an Email Motice far the Cerificate
o a Reviewing Official.

Your Selection Cedificate, MWWA-0201-3213-K0248175-DE-21, has heen
successfully saved with your selection actions. Enter the required
Infarmation below to send an email notice for approval to the reviewing
official.

Email Recipient(s):
IEnter Approving Official or HRO ar HRS

Email CC {HR. Recruiter):
|Iisa.becker@naw.mil

From Email Address:

|Iisa.bec:ker@naw.mil

Email Subject:
ICertifi cate Selectiondspproval for MWAA-0307

Email Body:

4L zelection has been made for GENERLL ENGIMEEER, :J
G3-0801-13 - O4JANSKEO4Z192ZEZ45175 and reguires
additional rewview and approwval. ¥ou may view and
approwve this certificate on the CHART Certificate
tool. G0 To the <A
Href="https://chart.donhr.navvy.mil/admin/ AdminMenu
.asp">CHART Administration Screen</A>, log on,

and search for Certificate MNumber MNW2-0501-G313-
KOz453175-DE-51.

el

Send Email I

Quick Tips

Recipient Block
In the Recipient block, confirm or add additional email addresses of
other individuals vou wish to forward this notification to.

From Block
Flease verify your ermail address in the From block.

Multiple Email Addresses for Recipient Block

More than one email address can be entered by Using a comma
hetween each address. Do Mot enter more than one email address in
the From Block ar the CC Block.

Email Body
Add any additional e-mail text in the email body below.

Submission Instructions
Click the "Send Email" button at the bottorm of the page.

13
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Does the Certificate Require ' & 8=
Additional Approval -

u
official logs on and:

B Clicks Approving Official Search for Open Certificate

If the Certificate requires an additional approving or review signature then the approving

Department of the Navy

Certificate Tools
Click onthe Tool You Wish to Use.

1. Selecting Official Search for Open Cedificates

2. Approving Official Search for Open Certificates

Selecting Official Search

Thiz link is used by the Selecting OficiallHRO to locate their cedificates
far action. Fram this link they can view the cedificate, review resumes,
make selections, identify alternatives and recard caomments.

Approving Official Search

This link is used by the Appraving COfficiallHRO to locate and approve
cetificates that need additional review and approval.

Civilian jobs that make a difference to aur country and the worl

CIVILIAN HUMAN RESOURCES

Ti1352004 5:06:08 P

Cick Tips

14
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B Enter Certificate Number — Copy and paste from email

B Click Search for Certificate

B
Admin Home CHART Home |

Approving Official Search for Open Certificates
Enter the CHART Cedificate Mumber Belouw.

Logout

@ previous

Enter Certificate Humber:

INW4—DBD1—GS1 -K02481 75-DE-S 1

| Search for Certificate I

Department of the Nawy
CIVILIAN HUMAN RESOURCES

Civilian jobs that make a difference to our country and the worl

Quick Tips

Certificate Search Instructions
Enter the Certificate Mumber and click the Search for Cedificate bhutton
to view your cerificate.

Certificate Number
Enter the Cerdificate Mumber exactly as provided by the HR Office.

Number of Certificates

“You may only locate one cerificate at atime. Ifthe HR Office has
generated multiple certificates foryour vacancy, you will have to search
individually for each cerificate.

Approving a Certificate

Enter the Certificate Mumber and click the Search for Cedificates button
to locate wour cedificate. Once it opens, scroll to the hottom and either
approve or disapprave the selection. Then click the Submit Decision
and Farward for Action buttan,

Litilizing the Applicant Email Function

“ou can email applicants close out letters or notification of selection by
clicking in the hox next to the name ofthe applicant(s) you wish to
ermail and then using the Applicant Email button.

Printing the Certificate and Resumes for Your Records

To print a"clean” copy of the cedificate without action buttons, use the
Frint ¥Wiew of Cedificate button in the upper right hand corner of the
cedificate and then print. To mass printthe resurmes of all the
applicants referred on the cedificate, click the Print Resume button.

m of Informat
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B Although a “l do not approve the above certificate selection” is available it is not
intended that it would be used. It is anticipated that any problems a
reviewing/approving official may have with a selection will be worked out prior to

the official approving the signature.
B Click the Submit Decision and Forward for Action button to approve and

electronically sign the certificate.

Rowvwzon , Amber 3095 (YO3) S05-1619 a0 [k a1 kot Selected WIS
Wittick | Brian TE21 (314) 43530-5351 =] [k a1 Mot Selected QI
tccullough | Mildred 5195 (Y03) 541 -0662 7o [k 71 kot Selected WIS

wWas a selection made from this certificate? “es

Does this selection need to be approved by a reviewing official? “ves
Certificate Survey Questions:
1. IWyou did not make a selection from this cedificate, please identify the reasan why: MR
2. How satisfied are vou with this cerificate: Nk
3. IWyou have selected a rating of 1 or 3, please identify what areas yvou were specifically dissatisfied with: KN
4. Add any additional infarmation you wish to canvey in the comments box below:
* | approve the above Certificate

1 do not approve the above Certificate

Submit Decision and Forward for Action

Contact the Webmaster | Privacy and Security Motice | Freedom of Information Act

No Limits, No-Boupds

16
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B Enter the Recipient(s)

B Enter or modify the Email Subject and/or Email Body Text

B Click Send Email button

hdmin Home CHART Home | Logout

Approve and Forward Certificate to HR
Enter the Required Information Below to Send an Email Motice for the Certificate
to HR.

Your Selection Cerificate, MW4-02801-G51 3-KK0248175-DE-51, has been
successfully saved.

Email Recipient(s):
IIisa.becker@naw.mil, lisa.becker@nanwy.m

From Email Address:

|yujung.hwang@naw.mil

Email Subject:
|Ce rtificate Approwval/Closure for MW A-08071-C

Email Bodhr

An approval has been submitted for GEMERLL :J
ENGIMEER, GS-0501-13 - O04JAMNSEO4Z192KZ45175. You
may wiew and close this certificate on the CHART
Certificate tool. GO0 Lo the <i
Href="https://chart.donhr.navy.mwil/adnin/ idwinMennu
.asp">CHART Administration S3creen</A>, log on,

and search for Certificate Number NW4-0501-G313-
KoOz45175-DE-S51.

Send Emaill

Quick Tips

Recipient Block

Inthe Recipient block, canfirm or add additional email addresses of
those individuals you wish to forward this notification to. The Selecting
Official and HR Recruiter should auto-populate.

From Block
Please verify yvour email address inthe From hlock.

Multiple Email Addresses for Recipient Block

More than one email address can be entered by using a comma
hetween each address. Do Not enter more than one email address in
the From Block

Email Bouhy
Add any additional e-mail text in the email body below.

Submission Instructions
Click the "Send Email" button atthe bottorm ofthe page.

Civilianjobsthatmakeadifferencetoourcountryand the-worl]

17
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B Wait for contact from HRO/HRSC on the results of the offer

18
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